Approved For Release 2001/11/16 : CIA-RDP78-03087A000100010002-1

TAB

Approved For Release 2001/11/16 : CIA-RDP78-03087A000100010002-1




Approved For Release 2001/11/16 : CIA-RDP78-03087A000100010002-1

SECRET

P o
Security Informaticl

CENTR!L INYELLIGENCE AGENCY

Yachingbon, De Ce

1 July 1952

CIA CAULEER STRVICE BOARD

le vbers of the CIA Career Servi :
T ' “ervice Board ar s a
follows: d e designated aos

:Lof‘éms E. Becker, Deputy Director (Intelligence)

Frank wisners Lepuby Director (Plans)

valter Ize::.c} Holf, Deputy Director (Administration)

,5at*z3}rlew vaird, Tireetor of Training and Acting issistant
Pivecbor (Personnel)

Lyman Me iiirkpfztx:ick, Assistant Director, Special Nperations
(¢:Qr);tﬁe period from 1 July 1952 until 30 Septevissar 1352)
e.%%s :‘::.amgewszfAssistant Director, Collection and
Alssemination (for the period from 1 J 1952 bl
31 December 1952) W 195 2

2. Walter Rcid Wolf is designated Chairman of th ;
i . i i e CIA (arcer
Service Board for the period 1 July 1952 until 31 October 1952,

3¢ The Zpard will hold its first re - Bhe
the Chairman, gular meeting at the eall of

FOR THZ UIRSCTOR 0F CEMTRAL INTELLIGHNCE

L. X. WHITE
Acting Deputy Iirector
(Administration)

5 s 3y g
P O N JET eI
Tl SRRUT AU S LAV AR
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CENTRAL INTELLICENCE ACENCY REGULATION NUHBERJIIIIIIIII_____—___-

. 1 August 1952

15. PERSONNEL EVALUATION
A. Policy

In accordance with the basic personnel policy of the Central

Intelligence Agency (See CIA Repulation Paragraph A (1)), 25X1
a program of personnel evaluation is provided as a principal

nmeans of developing and maintaining an effective staff and

promoting the most satisfactory relationship between each

individual and his supervisor,

B. Scope of Program
The personnel evaluation program includes all staff employees
and staff agents of the Central Intelligence Agency whether on
duty in headquarters or in the field.

C. Porms and Frequency of Reports

. (1) CIA Porm No. 37-151, Personnel Zvaluation Report, shall be
used to record evaluations,

(2) Supervisors shall prepare a personnel evaluation for each
individual at the end of his first nine months of service
with the Agency and anmially thereafter, and at such other
times as directed. _

D. Responsibility

The Assistant Director (Personnel) is responsible for administer-

ing this progran.

FOR THE DIREGTOR OF CENTRAL INTELLICENCE:

/8/ L. K. White

ActIng Deputy Director
. (Administration)

Rffective: 1 August 1952
Rescind : Page 1 of 20-15

11 July 1951
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C. .

NOTICE _
X1A NO- , | 1 August 1952
SUBJECT: Steps in the Inauguration of the Personnel Evaluation Progranm.
X1A REFERENCE: CIA Regulation No ,-(Revised), effective 1 August 1952,
1. The need for the CIA Personnel Evaluation Program is immediate.
The normal procedure for preparing a Personnel Evaluation Report on the
anniversary of the individual's entrance on duty in CIA would unneces-
sarily delay the program for some individuals. In order to activitate the

program as soon as practicable, it will be phased into operation as Ffollows:

a. Phase 1: August through October, 1952

Training and indoctrination of supervisors and other Agency

officials will be conducted jointly by the Personnel Office and

the Office of Training. This indoctrination will be concerned

with the purposes, uses and anticipated results of the Personnel

Evaluation Program and the use of the Personnel Evaluation Report

(Form 37-151). Responsibility for phase 1 is located in the

Management Training Division, Office of Training. 25X1
X1A -Cl'liei‘) Room 1307 "I' Building, Extension 118 orrice - 25X1

will establish schedules for couferences and sSeminars as required.

b. Phase 2: October through December; 1952

The first annual cycle for the preparation of Personnel
Bvaluation Reports will be telescoped into the last three months
of 1952 according to the schedule below. In addition, Initial
Reports will be prepared for all personnel who, during this period,
complete thelr first nine months oy service with the Agency, ex-
clusive of time spent in prov:s;onal status pending full security
Clearance; i. e., trial-period pevsonnel. Responsibility for phase
2 is located in the Personnel Division (0) and the Personnel Division
(C) of the Personnel Office.

Schedude
EOD lst Annual 2nd Annual Interval
Anniversary Report due in Report due in - between reports
Month Month of Month of in Months
June Oct 52 Jun 53 8
.‘ July Oct 52 Jul 53 9
-1~
RESTRTICTED
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Aug Oct 52 Lug 53 10
* Bep Oct 52 Sep 53 11
Oct - Nov 52 Oct 53 11
Nov Nov 52 ; Nov'53 12
Dec Nov 52 Dez 53 13
Jan - Nov 52 - ' Jan 54 1h
Feb - Dec 52 © Feb 5k 1h
Mar Dec 52 _ Mar 54 15
Apr Dec 52 Lpr 54 16
May Dec 52 May 5h 17

¢, Phase 3: Junusry through May, 1953

Only Initial (for trial-period perscnnel ), Special, and
Redssignmént Personnel Evaluatlon Reports will be preparcd during this
period. Responsibility for the initiation of Trditial Reports is
locuted in the Persomnel Division (0) und the Personncl Division (c)
of the Personnel Office. Responsibility for the initiation of
Special and Reassignment Reports is located in the Office concerned.

d. Phase l: Jure 1953

By this date the rormal annual cycle and schedule of Per-
sonncl Evaluation Reports 1s in full operution. Responsiblity for
phase L is located in the Personmel Division (0) and the Personnel
Division (C) of the Persounel Office which will contlinue the opera-
tion of the program. ‘

2. Guidance and deteiled responsibilities for the Personnel Evaluw- g

tion Program are outlined in Notiec _ "Personuel Evoluation'. 25X1A
. /"

3, Personncl Dvoluwation Reports for overscas persoriicl will be pre-
pared in accordance with procedures o be Issued at a later date.

o . 25X1A
FOR TIHE DIRBCTOR OF CENTRAL INIELLIGENCE:

. . R U RN
Acting Deputy Diresctor
(Admivistration)

DISTRIBUTION WO, k4

-2-
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CENTRAL INTELLIGENCE AGENCY
Jashington, D. C.

NOTICE
X1A NO- ‘ 1 Bugust 1952

SUBJECT: Personnel Evaluation

X1A REFERENCE: CIA Regulatio-(ee ed), effective 1 August 19552

€
1. Purpose
This Notice provides guidance ard cutlines detalled respon-
csibilities for personnel evaluation.

2. Deflinition of Perscunel Evaluation

&. Perscnnel evaluation as ueed in the Central Intellipence Agency
is the supervisor's considered and judicious appraisal of +the performance
nd capablilities of each individusl For whom Le is immediately re-
spousible. This evaluation is in terms of the requirements of the
individual's current position and his potential for long-term service
with the Agency. 1t is not a performence or an efficiency rating in

the sense that individuals are compsred on the bagis of a prede-

teimined adjectival or numerical scale.

. b. The significance of a perscnnel evalustion lies iy the
constructive action which will ve taken to develop and use each
individual's abilities ond potentialities most effectively,

o

3. HNeed for Evaluatiocon

a. Continuing Day-by-Day lvaivation
5 J

3o supervisor must be continually sware of the sbilities
anG performance of each person in his orgenization if he is
actively to aid him to develop his skills and abilities. The
iusizght galued from continuing appraisals will ernable the super-
visor to stimulate the productiveness and job coufidence of his
people and to develop teamwork anc pride in the organization.

b. Recording Evaluations

In additicn to day-by-day guldance, it is necessary that
periodic written reports be prepared as an essential element in

o
RESTRIGERD

Saguh b Iniddreasmat ion
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cach individual's carcer plan. The preparation of thesc reports
will serve pericdically to focus the supervisor's attention on toe
sctuzl and potential contributions of each iudividual. Through
this process the supcrvisor acquires a systematic ilnventory ot

the human resources within his unit.

. Specific Uses of Personnel Evaluatiox

The uses of personnel evaluation inclnde the folluwing:
a. Identifying cach person's aptitudes, knowledges, skills
and interccts;

b, Promoting discassions buetween gupervisors ard thosc
supervised concernlng work performance and career development;

c. Incrcasing individual efficlency by gpotiing and cor-
recting specific probloms and deficiencies and helping in the
developrent of desivable tralts;

b3
¢

cer

i_J
(o
15_,.'
6]
=
=
w

d. Serving as a basis for individua Or

development;
e. Identifying cubstending service;

£, Tdentifying individusls who full to perform as cffective
members of the organizetion; and

g, Identifying the need for traiving, reassigument, rotation,
proumotion, demotlon, separation and other formal personnel actions.

.

5. Responsibilitics fer Personnel fvaluntion

@, Responsibilities of Individuals

Eech individual must understand the rzsponsibilities
and requirements of his position. This is on inherent condlition
of employment and imposes a responslbility upon the individual
to discuss wilh his immediate superviscor any problem o uli-
certainty which obscures hils comprebension of his work. This
does not mivimize the responsibility of the supervisor for
enguring that those whow he supervises arc provided with full
information as to their jobs. A clear anderstanding between
the supervisor and the iundivi uol is the result of o reciprocal
relatiouship, and elfective performance by and developuent of
the individual proceed from the two-wey communicatlon between
them. '
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b, Responsibilities of Supervisors
(1) Immediate Supervisor

The immediate superviscr who as ; and reviews
the work of others bears priwary respon 1l Tor evaluating
»uiding and developing t e potentialities and capabilities of
those whom he supervises In order to record his evalustions
cnd recomnendations, he Will pregare Personuel Evalustion
Reports as required.

(2) Reviewing Officisl

The supervisor next in line of ¢ 1ti0f1t} above the
immediate supervisor ls responsible for TCVIEWLﬂb Personnel
Evaluation Reports. He will determine whether they conform
to pertinent Agency policy and regulstions and will aesist
in the effective use of the recorded informotion. He has
the additicnal responsibility of cusuring that supervisors
under his authority are effective in directing, leading,
evalucting and devcloELHg thelr personnal, '

ISy
cL

¢. Responsgibilities of Office Career Service Boards

It is the respon 11lity of each Office Career Service
Board to review plons conbaine d in the Personnel Hvaluation Report
Tor the trailning, assigmment, advarcement, rotation or promotion
of each individual falling Lthin its gurisdiction and to recom-
mend to the Assistaunt Direcctor or Off{ice heud the action tha
should be takeén,

-

0. Types of Reports

a. Initial Reports

The superviscor will prepere a Personnel Evaluetion Report
Tor each individual ot the end of his first ninc months of service
with the Agency, exclusive of time that may hove been spent in
provisicunal status pending full security clearance. Such a report
will be made regardless of the length of time that the individual
hos been under his immediste supcrvision.

b. Annual Reports

The supervieor will prepare a Personnel Fvaluation Report
annually for each individual on the anniversary of hie entrance
on duty unliess a report has been mude within the three months

~

.-3_
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prior to the amniversary date. When necessary the due date of
an amual report will be deferred antil the individuzl has been
under the supervisor's jurisdiction for 90 days.

l

¢. BSpeelal Reports

The supervisor will prepare o Personnel Evalustion Report
when an iudividusl leaves the agency. This report will include
the supervisor's recommendation concerning his suitobility for
re-employment., Such special reports shall be ettached to the
Persounel Action Reguest form when it is Forwarded to the
Personnel Office., Specinl reports also may be mude whenever they
are admindstratively required,

d. Reossigmment Reports

A Persouncl Evaluation Report will be prepared for an
Individual whenever his supervisor is to be permancntly changed.
Supcrvisors who sic to be remesigned will prapare reports for
all persons under theil lmmediate jurisdiction. Supurvisors wil
prepare reports for individuels who are to be reassiguned from
thelr unlts, In case the imiedlate supervisor is not avellable,
such reussigmment reports will be prepared Ly the person nex
in line who has direct kuowledge of the individual's work. The
Assisture Dirvector (Personnel) or uils desipnabted representative
may grant temporary exemwption from this reguirement to spacific
ovganlzational componcuts of the Agency.

1. Preparation of Ruports (See Flow Chart atteched)

e. Prior to the date an initial or annual Persciancl
Evaluation Report is due, the Personnel Oifice will notify
the Office concernsd through the officisl designated by tho
Office Lo serve as itu Eveluations Orficer, with responsibility
Tor administrative activitics coanected with the perscnnel
evaluation program., The Evalustions Officoer will Initiute
actlon on Form 37~151 by entering the identifying data in
Ttems 1 through € on the form and Torwerding 1t in duplicate
to the appropriunte supervisor. Special reports moy be initiated
either by the Persorncl Office or by the OSfice concerned.
Reassigmment reporte will be inltioted by the Orifice concernecd.

b, The supervisor will furnish the Torm in duplicate to the
individual concerncd who will complete Items 7 through 10. At
the time the supervisor transmits the form to the individual ,

he will offer hls assistunce and cooperation.

f

e

RESTRICTED
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c. The supervisor will complete Items 11 throush 18 and
will exercise comnsidered judgment in appraising the adeguacy
of the work performed, the qualifications of the individual
For his position and nis potentialities for greater service
to the Agency. Upon completion of the evalustion, he will
forward the form to the appropriate reviewing O‘fihgil

d. Item 17 of the form provides a means for formalizing
wernings to individuals concerning ineffective performance.
If it is the supervisor's conu,d :red opinion thot the in-
idual's work contribution has been sufficlently ineffective

to require adverse acti he will attach to each of the copiles
of the Personncl mvaLuatldn Repeort o copy of a worning momo-

)

randum. If the supervisor hus not already given the individual
such o menorandium, he will preps cne at the time the Report
is made. Warning memorands will be coordineted with the
Personunel Office before they are given to the individual.
When attached to Personnel Zvaluation Reports, they will serve
to alert the Personnel Office and appropriate Career Service
Boards to situaticons requiring special attention.

¢
e. The reviewing official will discuss the report with

the supervisor in order to analyze the resuits of the evaluation
and to deterwine whether aodditional action should be recommended
to inmprove o better ulbilize the individual's skills. The
reviewing officicl elso should discuss with the lumediate
"uperv1oov any recoummendations which would assist the supervisor

. in carrying out his responsibilities in the personnel evaluation
process and in taking appropriate action bvased on the evaluatio:n.
Upon the cconclusion of his review and after discussion with the
supervisor, the reviewing oifficial will sign the form in
duplicate and will forward both copies to the supervisor.

8. The Intevview

a. Within one weelk after o Personnel Evaluation Keport has
been reviewed by the reviewing official, or as soon thereafter
ag practicable thz supervisor will irterview the individual
concerned to apprisc him of the evaluation and to use the Report
as o basis for copstructive discussion and planniag.

b. The, interview will have an importont influence on the
relationship between the supervisor and the ‘h?LV dual. Therefore,
the ul‘“V1sor should adapt his approach speelfically to e&ch
individuwl and plan the content and sequence of the discussi
according to the personal relationship existing between then

-5
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¢, During the ilonterview, the supervieor will discuss each
iten of the Report. He should ercoursge the individ
his understanding of his duties and responsibilities
resolve any misurderstonding of what is ¢xpecled of
express reccgnition of the ;udlvidual's strengths and work
achicvenents, Discussion of specific shoriteonings should be
coupled with ccostructive suggestions of means by vhich the in-
dividunl can improve himself with dobl"L&LCV through supcrvision,

T

rotution ond training, In this connection, he should cncourade
the individusal wo analyze any work, pe beUi] r other situational

Dre clo itig
of tl&s;:

Ty o, .
Deern

factors which moy have affected hie p;riormunce. Be::
the interview, the supervigor should summarize the re
“C@Sblon.umpn: fzing the course of muhbual action wal

\duvoloppd to advance thu individual'es effectivenss with the Agency.

9. Routing cf Roports

6. pon compl ction of the discussion with the individusl,
the supeprvisor will sign both coples of the Report and submit
thew te the Bvaluations Offlcer. Iiv will rotain the duplicate
copy and forward the coriginal to the Personnel Division, overt
or covert, within thirty days of the due date (the last date
covered by the evalusbion period) except thut trinl period Reports
will be submitted within fifteen days of the due date. The duplica
copy, which is retvained by the Evalustions Officer, will be made
avallable to the Office Carcer Service poard.

b. The Persomnel Office will review the Persomnel Bvaluction
Report and will consult the O0fiice concerned with rospect to
any action which oppenrs to bo necessary or desirable. The
original copy of the Persocncl Evaluation Report will be filed dn
the individual's cinl perscnuel rolder,

¢, If an individual's performance is described os unsatisfactory

by the attachment of o warning wewcrandum to bis aonusl Personnel
Evaluaticn Report, the fact will be posted to his service record
card by the Tru“awct‘o“g ad RccordL Br"wbh of the appropriate

Persouncel Division. This w;;l oke the Individuol ircligible
for a peripdic puy increcse untll his next amnoal report is m&d@
Advisory Appeal Beards cppointe d and convened in cccordarnce with

will, at the individual's request, re-
4.

to Lhe

CIA 3( vulub.x_Oﬁ
examine officidl warnal;: merorunda sad recodsend zetion
appropriate officials.

e
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10. Personnel Evaluation Reports for Field Personnel

Personnel Evaluation Reports for individuals who are serving
in the field will be prepared and submnitted in conformance with the
principles of this HNotice. Procedures adapting this Notice to field
situations will be estublished through appropriate field instructions.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X

L. K. WHITE

Acting Deputy Director
(Administration)

DISTRIBUTION NO, 4

Attachments: Flow Chart
Personnel Evaluation Report

—

...(-
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PERSONNEL EVALUATION REPORT
Flow Chart
. (Initial and Annual Reports)

OFFICE
CONCERNED

SUPERVISOR

INDIVIDUAL
CONCERNED

Transactions & Records
Branch of the appro-
priate Personnel Divi-
sion notifies Office
when the report is due

Evaluations Officer
completes items 1
thru 6 of PER and
forwards it to
immediate supervisor

Supervisor forwards
PER to individual
concerned, discussing
with him purpose of the
PER

Individual concerned
completes items 7
thru 10 of PER and
returns it to super-
visor

Supervisor may discuss
with Placement Officer.
If action is taken re
item 17, he shall coor-
dinate with Placement
Officer

Reviewing official re-

| views PER, discusses

plens and recommenda-
tions with supervisor
as necessary and signs
and returns PER to
supervisor

Supervisor completes
items 11 thru 17 and
forwards PER to re-

viewing official (su-
pervisor next in line)

f

Supervisor holds PER
pending completion of
the interview, then
signs both copies and
forwards them to the

Evaluations Officer

Personnel Office ab-
stracts pertinent in-
formation, plans
follow-up action and
files the original as
a permanent record in
the individual's
official personnel
folder

Evaluations Officer
forwards original to
Personnel Office and
duplicate to Office
Career Service Board

~—

Off'ice Career Service
Board reviews plan and
recommendations for
approval of the Assist-
ant Director or Office
head.

RESTRICTED
Security Information

Supervisor interviews
the individual, dis-

-~ -cussing the evaluation,

recommendations and
plans. If action re
item 17 is being taken
so informs individual
and explains his right
of appeal

—P»— routing of FER

related action
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-

PERSONNEL EVALUATION REPORT

{See Instructions on Reverse Side)

—-—

The Personnel Evaluation Report is an important part of the Career Service Pro-
1t seeks to assure for every person a carefully planned career, with advance -

For the individual, it means an opportunity to
To

gram,

ment based on demonstrated ability.
voice his interests and to discuss his job and his progress with his supervisor.

the supervisor, it gives assistance in carrying out a major responsibility, the de-
velopment of the people he supervises. For the Agency as a whole, it means successful
teamwork based on mutual understanding and respect. N

THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL
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CENTRAL INTELLIGENCE AGENCY
Washington, D, Co

’ 1 August 1952
NOTICE
K1A N

Effective 1 August 1952, Lieutenant General William Ho He
Morris, Jre, USA=Retd., Assistant Director (Persornel), is
appointed a member of the CIA Career Service Board,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1

Acting Deputy Director
(Administration)

DISTRIBUTION NOe 1

@ SECRET

Security Information
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PERSONNEL
EVALUATION
REPORT
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Issued Jointly by

THE OFFICE OF TRAINING

and ,
THE PERSONNEL OFFICE

AUGUST 1952

RESTRICTED
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AN INSTRUCTIONAL GUIDE IN THE USE OF THE PERSONNEL
EVALUATION REPORT

In accordance with the basic personnel policy of the Agency, a
program of personnel evaluation has been established as a principal
means of developing the most satisfactory working relationship between
each individual and his supervisor.

To insure a fundamental understanding of the objectives of per-
sonnel evaluation and to get under way the initial program of personnel
evaluation reporting throughout the Agency, it is important that each

individual j i come thoroughly familiar with Agency
Notices N issued on 1 August 1952.

Definition of Personnel Evaluation

Personnel evaluation as used in this Agency is a supervisor’s con-
sidered and judicious appraisal of the performance and capabilities of
each individual for whom he is immediately responsible.

This evaluation is in terms of the requirements of your current
position and your potential for long-term service with the Agency. It
is not a performance or an efficiency rating in the sense that you are
compared with others on the basis of a predetermined adjectival or
numerical scale.

The significance of this personnel evaluation program lies in the
constructive action which will be taken to develop and use your abilities
and potentialities most effectively.

Specific Uses of Personnel Evaluation

To identify each person’s aptitudes, knowledge, skills, and
interests.

To promote discussions between supervisors and those supervised
concerning work performance and career development.

To increase individual efficiency by spotting and correcting specific
problems and deficiencies and helping in the development of desirable
traits.

RESTRICTED
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To serve as a basis for individual plans for career development.

To identify outstanding service.

To identify individuals who fail to perform as effective members of
the organization.

To identify the need for tralnmg, reassignment, rotation, promo-
tion, demotion, separation, and other formal personnel actions. .

To indicate suitability for re-employment for each individual in
the process of separation from the Agency.

Form and Frequency of Personnel Evaluation Reports.

The Personnel Evaluation Report (Form No. 37-151), is the official
form that has been approved for recording personnel evaluations.
25X1A  Agency N otlcmuthnes the types of Personnel Evaluation
Reports and shows in a flow chart the steps to be followed in processing
these reports. Read this Notice thoroughly; it gives you the basic doc-

trine of the personnel evaluation program of this Agency.

Supervisors are required to prepare a personnel evaluation report
for each individual at the end of the individual’s first nine months of
service with the Agency and annually thereafter, and at such other times
as directed.

The schedule to be followed in filing Personnel Evaluation Reports
for departmental and U. S. field personnel during October, November,
and December 1952 is given in Agency Noticﬂ This should be
ccarefully checked, especially by each supervisor. 25X1A

PERSONNEL EVALUATION REPORT—Form No. 37-151

Page 1. The Cover

The Personnel Evaluation Report has been designed as an im-
portant element in the Agency Career Service Program, for continual
evaluation of performance and potentialities is inherent in any soundly
organized career service.

Page 2. Inside Front Cover

An Evaluations Officer (administrative or personnel officer) has
been designated for each Office or major component of the Agency. He
is responsible for the administrative activities connected with the per-
sonnel evaluation program in his Office or organizational component.
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The Evaluations Officer will initiate action on Form No. 37-151 by enter-
ing the identifying data in items 1 through 6 and forwarding the form in
duplicate to your supervisor.

The instructions given on the second page of Form No. 37-151
provide some generally helpful suggestions. If you have any questions
about these instructions, be sure to discuss them with your supervisor.

Keep in mind that frank discussion between you and your super-
visor is essential, both before filling in the form and after it has been
reviewed by a reviewing official. Such discussions should include a
thorough explanation of the objectives of the personnel evaluation
program and the responsibilities for following up the recommendations
and suggestions contained in the report.

Page 3. Front of the Report Form

Items 1 Since the Evaluations Officer for your organizational com-

through ponent will fill in items 1 through 6, it will only be necessary

6. for you to check over these items to make sure that they are
correct.

. Is your name given and spelled as you use it for Agency
purposes?

. Is your .present grade the same as the one shown on this
form? '

. Is your present position title the same as the one shown?

. Are the Office, Staff or Division, and Branch designations cor-
rect for your present position? If “field,” the approved Agency
designation should be used.

. To activate the personnel evaluation reporting program as
rapidly as possible throughout the Agency, the schedule for
the preparation of annual reports has been telescoped from
twelve months into three months.

Between 1 October and 31 December 1952, an Annual report
will be prepared for each individual who will have completed
more than nine months of service in the Agency as of 1 October
1952. The due date of an Annual report will be determined
by the individual’s EOD date according to the schedule in
Agency Notice For example, if your EOD date is 5
June, your fir port will become due on 5 October

RESTRICTED
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Item 6.
Items "
through
10.
Item 1.
Item 8.
Item 9.

RESTRICTED

1952; if your EOD date is 10 May, your first Annual report will
become due on 10 December 1952. All first Annual reports
will cover the twelve months prior to the due date of the report
or the time that you have been in the Agency if less than one
year.

If an Annual report becomes due according to the schedule in
Agency Notice_nd you have not worked under your
present supervisor for a period of at least ninety days, the due
date of the Annual report will be deferred until you have been
under your present supervisor’s jurisdiction for ninety days.
After 1 October 1952, an Initial report will be prepared for each
individual as of the date that he completes his first nine
months of service in the Agency, exclusive of time spent in
provisional status pending full security clearance.

An Initial report will be made by the supervisor you have at the
time the report is due, regardless of the amount of time that
you have been under that supervisor’s jurisdiction. If you
have questions concerning the period covered by your first
Annual report, check with your supervisor. '

Your first Personnel Evaluation Report will be Initial or
Annual. From the preceding discussion of item 5, you will
know which is correct in your case.

You will fill in these items. In addition to the instructions
given in the report form, keep in mind the following sugges-
tions:

The space available in this form is necessarily limited. Rough
out the outline of your major duties before filling in this item.
Your supervisor will describe your performance on the major
duties that you list here.

Give the course title, such as “Elementary Russian,” “Advanced
Statistics,” ‘“Geography of the Antarctic,” under name of
course.

Location means the institution and the city —state and
county if necessary.

Length of course in months: Specify the number of semester
or quarter hours of credit.

Date completed: Do not write the month as a numeral.

Give considerable thought to this question; rough out your
reply before filling in the form.
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Item 10. Give date of filling in the form. Sign with your usual s1gna—

ture for Agency purposes.

Items 11 These items will be filled in by your supervisor as of the date
through that this report is due. If you have been under more than one

18.

supervisor for the period of this report, your supervisor will
usually consult your previous supervisors before filling in these
items.

. Since your supervisor is requested to describe briefly your per-

formance on the major duties listed under item 7, it is of the
greatest importance that you and your supervisor agree on the
list of your major duties, and that these duties be listed
realistically in terms of your daily work.

Back of the Report Form

. This item gives your supervisor an opportunity to record his

recognition of significant contributions that you have made.

. Each of us can improve his total performance on the job by

giving attention to details that may be overlooked in the press
of getting each day’s work done. Where improvement can. be
made, it is helpful to know about it.

. The purpose of this question is to give careful attention to

potentialities that may be developed.

. This question gives your supervisor an opportunity to indicate
other duties which may better suit your abilities.

. The supervisor will make recommendations regarding training

or rotation only after you have had an opportunity to discuss
your interests with him, and only after he has discussed with
the reviewing official the opportunities that there may be for
you in training or rotation plans. The recommendations con-
tained in this item must be the supervisor’s, but their value
will depend upon your interest and the practicality of the
suggestions.

. If your work has been unsatisfactory, you will probably have

received a warning memorandum to that effect. This item
insures that anyone whose work has been unsatisfactory will
be given an official notice.
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Item 18. Within one week, or as soon as possible after the Personnel
Evaluation Report has been reviewed and returned to your
supervisor, he will talk over the Personnel Evaluatmn Report
with you and will sign and date this 1tem

Item 19. This will be signed and dated by the rev1ew1ng ofﬁc1a1 — usu-
ally your supervisor’s supervisor.

Item 20. Space is provided for further comments or overflow from the
previous items. In addition, for each individual in the process
of separation from the Agency, item 20 should include a state-
ment regarding that person’s su1tab111ty for re- employment in
the Agency.

THE PRIMARY OBJECTIVE OF THE PERSONNEL EVALUATION
PROGRAM IS TO PROMOTE THE ' '
FULLEST DEVELOPMENT OF EACH INDIVIDUAL IN THE AGENCY.
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. SECRET
SeoyMty Information

25 August 1952
PROFESSIONAL, SELECTION PANEL,
Minutes of the 1st Meeting
72 Augnst 1952, Room 117, Worth Building, 20:30 A. Mo 25X1A

Prosent s

de emporarily took the chair and sald that as Executive

25X1A Smrmtarym Service Beard he would provide secretarial assiste

anee to the Pamel, Ffince this was the organization mesting of the Panel,’
he asked that the Panel consider as ite first acticn the selection of a
25X1A  Cheirman, ﬂms selected as temporary Chairman and took over

the chair
2, There was discussion of the organization of the Pemel with

reepeet to the T17th voting member, 1, e, ¢ "one representative from a
Dupuby Directoriz Office, the MYP, DI/A and the DI/I, to be successively

. + represented on o rototing basis®, The Panel agreed to report to the $IA
Career Servies Jcard that it had under consideration this matter and
would maks a reccumendatlon to the Board at its next meeting concerning
the rotating member snd terms of office of other members,

3o In fusther consideration of the organization of the Panel there
vas discussed the advisability of adding an advisory representative from
the Medical Office to the Panel. Should this be done the Panel would then
ke assisted by rsur sdvisory representatives, one each from the Perscnnel
Cifice, Inspestion and Security Office, the Office of Training and the
Modieal Office. fthe Panel agieed to recommend to the CIA Career Servics
Board that an advisory representative from the Medical 0ffice be &dded to
the ‘Panelo '

- Lo Theve wes lively discusaion of the basic purpose for which the
Panzl was created, the methods by which it would operate, the goals tha$
ware to be achleved and the timing and phasing that would be necessary for
it %o arwive at a siate of opersting signifioance., It was agreed;

. | SECRET

Security Information
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a, Thet the workleozd would have to be established. To this
and the advisor from the Persomnel Office was requested
to have available for distribution with the agenda for
the next moeting, such statistics and forecasts as vere
pesgible within the limitations of available time as
might shed light on the probable workload, i, €., the
probable intake of jumior personnel into profeasional
poaiticnng

b, The® since the Panel was responsible "for reviewing seleation
standards®, the advisors from Security, Personnel and Traine
ing werz raquested to provide brief statements of the selee-~
tlon eritecia used by these O0ffices having to do with the
intimglbie, "overall svitability to work im CIA on a career
basie”, The Executive Secretary would acquire similar date
from the Medical 0ffice pending the decision upon an appoint-
meat of an advisory representative to the Panel from that
Office {Ses Parsgraph 3, abovs)s

@, That since the Penel wap responsible for reviewing "qualifi-
cations of all candidates up to and including grade GS=31
for overt ond semi-covert professional positions, the
adviser for Personnel was requested to have available to
“he Panel appropriate current cases of candidates in the
final shages of processing that fell within the definition
of professional positions, These cases would be available
for Information and examination by the Panel but the Panel
weuld not be expeoled to teke definitive action until it
had devised and agreed on an operating procedura,

5. The Panel reccgalzed that it would be impossible for it
adoquately %o dischsrgz for some time to come all the responsibzllitiea
laid on 1% by the DOI's approval of the Career Service Pro, It
therafore agreed to review im dstail Tab E of CIA and Tepart 25X
%o the CIA Caresy Service Board its capebilitiss and a proposed time-table
for phasing its operaticns into being,

8. * offered %o provide the Panel with a conference
repcrter who would provide the Exescutive Secretary with a verbatim transcript
eof discussion during the early mestings of the Panel until euch time as .
organimsticmal = theorstical problems had been diazposed ofo

Te The Ixesutive Secretary di,strimted to the members of the
Panel and advisors fopr their information coples of a staff study prepared
< 33 <D

SECRET
Security Informatiom
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by the Hénagement; staff of the Office of the Deputy Guder Seerekary of
State for Administration on the Board of Examinews of ths Foreign Servise,

’ -

8, 1t was sgreed that the next meeting would be held on Wedneadey,
3 September, at 10:;00 A. Mo

9. The meeting adjourned &l 12:30 noon,

Erecutlive Segretary.

GDS/ PsRBsle (25 sugust 1952)

Distribution;

Members and Advisors of the Profeasionel Selecticn Panel
Members of the CIA Career Service Boerd

e 3o

SECRET.
Secuxity Informaticn
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QFFICE 4 TRAT THG REGUESDIN HO. T8 13 Avgust 1958

SURTECTD. CFFTGE OF TRATLING OARE .. SLEVICE BOARD

1, POLIGY

Bffeetive A3 Juao 10355, she ivactor of Cendzal Indelligence approved
an Agoney-wids Capeer Scrvico Pudymem interded to identify, dsvalop, effeotively
use, and remrd individutls was rave the skiils required Yy CIA3 movivate Thew’
gorard rendsying maximum 3srFviac 0 $te Ageneys snl elimluate from the servise,
in ap eguikabls mamuer, Those wae in rpite of ths Progrem £31l %o perform a3
affsetive mownsos of the opganizeilon.

Tho Agensy-mide Cauver Servize Progeen will e administered by ths CIA
Capser Surwice Boamd whish will to rorponsidle Lo devweloping poliey govorning
the Program aubjest o cuproval by $he DCT. The Ageney-wide Program provides
shat oach Office ostablisn a Jamaw Soowian Board to assist ia the operation
of the P:ogrer by psrfosning serinin cumeticns subject to approval of ths
Offden Hoall,

B, JRGAEIZATICN
Pecimant S0 the peodsions «f Hho GIA Ceweer Sexvics Program, there i

pecoby sosadlicked the Clfia of Twaiing Cexser Service Boagd vhich shall
gergist o2 the Tollowing members

chaismen - Dizesker of Treining (e offisiol
Hembsr = Depuiy Dizestor of Trulning {Gonaral)
Tember - Ohiel, Pie sni Poiisy Sha{ TRE)

¥ember  ~ Depuiy Divsetor of Training {Speciall
Yembor o Agat. Deyaby Direstor of Tralning {Spoeiall)
Momber = Ghie’, Svpport Stafd

Seevates - Asolsuant to The Diregtor of Tralning

{nop=voting

Should any of the posltlong comr rising Yhe meberenip of the Boaxd e
vacant, the DR will Srpigneso o BeL jOPANy somer of $he Bozzd for the
paricd of such vacansye Pouy Verlng fombers will conatitude & Quorul.

o of $ho Boerd wiil e heid on She ¢#ipat work dey o each month ang ad
such o:rer Simes ag ths Uhalimmi pey Aoberming.

Ty Sserstary whALll provido ssafd gupport for Che Foard insiuvding propara-
$i0n of cgonde for Tegulor gadl ¢ uiiel noabings, acordioasion of setivitises
of thi- Beaxd width the (T4 Gapocy Sesvice Pomsd and with the Boards of ths
soveral ¢fficos and proparehlion =@ . zinbepanee of minukos and other recoris
% aehionsa

‘?:::B}:’/QROE"D@
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Secur ity Lalormation
OFFICE OF TRADIIING REGULATON NJ» 505 18 hugust 1952
B, MISSEON

The Office of Traeining Cezscn Seivice Eoard is responsitiz to the Direstor
of Training for the opsration of 4o Uareer Seprice Program within OIR and for
coliaboration with other Office Huards on inter-Office Career Ssrvice rroblems,

Ag enumezadad 1n tho Careor Sarvice Program, gonsral responsibilitiss
of the Office 57 Training Cewecy Service Board ave to:

2. Sxrve as advigsor o the D/MR on all matters pertaining %o
the Cavser Sexvice Program.

bo Direet within the (IR ¢Is epplication and Tunetioning of
the Carecy Service Program, including but not IZimited to the follewing:

{1) Emeuting rolsrant decisions of the CIA Carcer Service
Board and making resommindetions to tho CIA Carpser Ssrvice Board
for improvement of the Tareer Sezvics Program.

(8) Sponscring, 6eveloping, and exeauting the Ceresy Servide
Program of the (TR, including an intra-0ffiee rotation system,
and reporting poriodically %o the SIA Careor Sarvice Board,

(3) Reviewing Perzinnel Evaluation Reports and proposed
development plens for iutiividuals in torms of sraining, aszign-
ment, advaneemen$, wotniiocn, and promotiod.

{4) Recomrending cineellation or continuance of caszecr
developrent sctions,

{8) Perticipating in thes dovolopment and ezeoution of approved
sxtra-Office rolatior systeama, ,

{6) Submitiing to the Spomsoring Office a semi-anavsl Parsonnsi
Bveluztion Repors on esth rolation appoinise from ancther Offiee.

(7) Ensuring that the zodation appointees detailed by the
OIR %o enother Offise awe not ovexiocked for warranbed promotion
and epsuring that rotation aspointees reveived by the OIR are
productive and their as:igawonts eommensurate with the purpose of
the appointments, -

{8) Reviswing contizvounly eonditions of servicé and duty
with & view to meking rocomendations to the GIA Carxeer Sexvice
Beard conoeerning workin;: coriitions ené benefite that sen
Ftrengihen moralie and insrsaze “esprit de corps.”

r—sg:_w

S Gelles

' . BT
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OFFICE OF TRAINING REGULATION WC, 20-3 13 Auvgust 1958

{9) Reviewing continuously the persconnsl ingake of the
Offiee, especially a¢ the junior professicnal level, with a
view %0 ensuring tho asquisition of highly-qualified, versatile
Fersons with long-range potentialiity. »

Co Supsrvise such subordinate Boards and Comittess as may be
establ&sheﬁ from timo to timp for handling spacislized fwetions,
assigning %o them 0ffice personnel as nsesssary.

4, FWICTIONS
The OIR Carser Servioce Board shall:

a. Review and resommend finsl action rsgaming plens proposed
for the development of individuals irelulding, but not limited %o:

(1) Annuai, speciel anfd rsassignmsat Pmonml Egaluation
Rsparts ,

(2) Initial Evalusiion Reports on all new smployees prior
to completion of the trial porxriod

" {3) Appointmnts, assigaments, transfers, promotions and
resignetions of heads ¢f organizationsl componsnés of OIR

‘ (&) All appointmenis and promotions
{5) Intra-0ffice transfers snd reassignments
(6) A1l extre~-Agsnoy training
{7) All rotation-training assignmonts outside OTR

be Perform sush other funstions and duties as may be required by
the DTR, 25X1

- MATTHGW BAIRD
Dirsctor of Training

DISTRIBUTION: ALL OTR PERSONNEL

B
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